
















Anyone can call 
emergency services if the situation warrants no approval is required under these circumstances.

Provide the address of the Commission (Level 3, 111 Elizabeth St [the St James Building], Sydney) and 
a contact number (i.e., the number of the staff member who is making the call). 

Contact a First Aid Officer for assistance. A list of trained First Aid Officers is available in the common 
areas of each floor.  Any member of staff who is trained in providing first aid can commence first aid 
until the First Aid Officer or first responder arrives.  

Depending on the nature of the medical emergency instruct someone to get an AED (defibrillator) 
and have it in close proximity.  

Advise Security. Under normal circumstances, Security will facilitate the Ambulance or any other 
emergency services personnel entry to the building and will attend the scene to assist with the 
provision of first aid. 

If Security is unavailable, arrange for another staff member to meet the Ambulance at the front of 
building on Elizabeth St.

The staff member who is waiting for the ambulance should advise base building security, via the 
main entrance concierge, as they may be able to lock a lift for our use. 

There is no requirement to re-enter the Commission via Level 3, emergency services can directly 
attend the required level. 

If Security is not present, make sure that you obtain the responding emergency services call-
sign/operating number and the name of the hospital where the staff member will be transported. 

Complete Part A of the Incident/Near Miss Form which is available on the LECC intranet page. 

Contact HR for emergency contacts.


